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This Notice revises paragraph 1 of Hotice 1-68, Parsgraph 2
and 3 are unchevged. The attechment to No. 1«68 should be
made a paxrt of this new Notice.

QFFICE OF TRAINING

NOTICE
No. 5-68 16 February 1968

SUBJECT : Highelevel Guest Speakers in OTR Courses
RECISSION: Notice No. 1-68, Same Subject
1. Invitations

8. Any qualified Agency muployee mey be inviied to apypear a8 a gaszst
speaker ot OfRe-sponscred courses. Responsibillty for inviting suest spaakers
25X1A raste with the School Chiefs and a8 appropriate.

Invitetions should come from the UDIeT IHOGIRCLOY Of €200 COUrs® or at a highey
20X1A  jevel 1% the School Chief or m s0 decides. Either
the IDTR or the DTR may bhe ¢ occasionally to & the initial contect
with & proposed high-level guest apesker If circumstences seem to werrand thet
this chennel be used.

b. ALl invitations to a Demmty Director or higher [s) #4111l be 25X1A

in writing. The appropriaste School Chief or Mﬂ 7
prépare & memovapdum 0 the penior officlel for the signature of the Director -
of Tralning. The requesting menorandum will include sreas to be eoveraed by the

o S¥otker and a background summary of studewts in the class (GS gredss, breske
doun by directorstes and any other pertinemt churacteristics of the group).
Frior to the above action, however, & preliminary invitetion mey be msde hy
telerhone. Noymelly, this is accomplished by calling an approyriste subordie
pate in the senior officisl’s Lmmediste office.

¢c. Appropriate courtesies will be extended to sli high-level guest
spsekers. Vhen the Director or the DNCI visits any GFR courss elther at Head-
quarters or (lebe Road, the DIR or the NITR will escort him to the classroom.
Likewlse, the DIR or the DDTR will normally welcowe the Executive Dirsctor or
any Deputy Director who mekes a guest appearence ai the Glebe Road bulilding.
Vhanavey possible, School Chisfe will arrenge to greet other high-level guost
aspenkers ond introduce them to the classes.

2. Plenning and Reporting

&, Each Sclmo_il;!. keep a centxal roster of all schedules
or prospective high-level guest speskers wio are slated to appear at couvees
mnaged by that school.” This informstion is for the use of sach school and
should be projected for six months. See the sttachment to this Notice for the
identificetion of guest speakers in the "high level” cetegory. Lists will
include the speaker’s nape, name of the courdge in which he wiil apeak, end the

date or approximate dete of his appearance.

25X1A
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25X1A

25X1A

Vgneat spenkers to the DIR via the Registrar by the 25th of each moanth which in-
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X1A
b. Each School Il subult e monthly list of high-level 25 i

cludes al) high-level speekers scheduled to appear during the following month.
The first reportwes atmitied 25 Junuily 1963,

¢. A high-level specker forecest for the first six months of 1968 hes
already been submitted by the Schools By the 20tk of May 1968
and each six moaths theresfter, easch School
will submit additionsl six-month forecusts o lgh=level guesn: speakers to the
DIR vie the Reglstrar. Information to be inclitded parallels whet is cellad for

in the iast sentence of paragraph 2 2 sbove. The next forecast is for the pera
iod Mly-December 1968,

d. The Reglstrar will mrepare a consolidated eix-month o ar forecast
for the DIR based on information submitted by the Schools The 25X1A
Registrar will elso review the monthly lists emd raport any significant trends
o thes DIR.

25X1A

2. Potential problems created by the duplicate scheduling or excessive
uge of any ons guesi spesker will he minimized by comtimuons coordination b~
twaen the School Chiefs. School Chiefs should be aware of pe3slible problem
arges. Close coordinstion will snhence this awereness and will yrovide an
oppextunity to solve any spesker-use problems before thay beccoms acute.

3. Record

- 8. The Registrar will keep a list of h__;%h level speakers after thz fect.

Information will be extrscted from each end oF Gourse :
statistics from 2 January 1968 onvard., School cmafsm 25X1A
ensure that each end of course report verlecys aot - .
5] ars at thet course. '
b. Information to be recorded by the Registrar ig: Name of speaker, his
offieial position, name of coursze et which he spoke, and the date of his pres-
entation.

¢. These ctatistics will be kept by fiscal year., Records for the previous
fiscal year will be destroyed eix momths after the end of the Pieeal year.,

- Qan

Director of Training

Distribution:
Key 1 C
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